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Multiple Choice Questions


1. In the conclusion, the writer ________.
a. repeats the recommendations
b. explains what the findings mean 
c. introduces new material 
d. expresses his or her opinions

2. Which of the following is not a good reason for citing and documenting information?
a. To avoid charges of plagiarism
b. To support assertions
c. To help readers find the documents you used
d. To awe your readers

3. A document that solicits bids on a project is called a ________.  
a. request for proposal
b. formal report
c. external proposal
d. None of the above.

4. The main goal of a proposal is to ________.  
a. describe how the project will be scheduled
b. describe how the project will benefit the reader
c. describe how the project will be funded
d. None of the above.

5. The section that describes your solution to a problem is called the ________.  
a. proposal
b. method
c. schedule
d. Any of the above.

6. Sam’s costs went up dramatically after a contract was signed. What should he do? 
a. Resubmit the budget.
b. Withdraw from the project.
c. Set up a meeting with the customer to discuss his problem.
d. None of the above.

7. Which of the following is not part of the Front Matter of a formal proposal?  
a. Abstract
b. List of figures
c. References
d. Any of the above.

8. Which of the following is an example of secondary research? 
a. Survey
b. Annual Report
c. Newsgroup discussions
d. None of the above.

9. Formal reports have a more complicated structure than informal reports because ________.  
a. formal reports have more influential readers
b. formal reports contain more complex information
c. formal reports are more impressive
d. All of the above.

10. When planning a formal report, it is important to consider ________.  
a. purpose, content, audience, status, length, and formality
b. purpose, structure, audience, budget, length, and formality
c. purpose, content, budget, status, length, and formality
d. None of the above.

11. What type of pronoun may be used in a formal report?  
a. First person
b. Second person
c. Third person
d. Any of the above.

12. The listing of charts, tables, and illustrations in a formal report is called the ________.  
a. Table of Contents
b. List of Figures
c. List of References
d. All of the above.

13. The short section of a report that summarizes the full document and highlights conclusions and recommendations is called the ________.  
a. Appendix
b. Letter of transmittal	
c. Executive summary
d. All of the above.

14. In the Introduction section of a formal report, the writer should mention ________.  
a. how data was collected
b. unfamiliar technical terms
c. initial results
d. None of the above.

15. Any factors that limited the writer’s investigation should be reported in the body of the report in a section called ________.  
a. Problems
b. Mea culpa
c. Scope
d. None of the above.

16. The purpose of a Conclusions section is to ________.  
a. pull together points made in the report
b. bring the report to a close
c. advise the reader on a course of action
d. None of the above.

17. The purpose of a Recommendations section is to ________.  
a. pull together points made in the report
b. bring the report to a close
c. advise the reader on a course of action
d. All of the above.

18. Words or ideas from another source are acknowledged in the text of the report using the ________.
a. Works Cited page
b. Parenthetical citations
c. Footnotes
d. None of the above.

19. Max is using APA style to refer to ideas in a book by Brightman published in 2007.  He should use ________.  
a. (Brightman, 2007)
b. (Brightman 2007)
c. (Brightman)
d. None of the above.

20. Max wants to use APA style to refer in his text to some ideas he found on a website.  He should provide ________.
a. the name of the website
b. the website address
c. the date he accessed the page
d. All of the above.

21. Max is using MLA style to refer to ideas in a book by Brightman published in 2007.  He should use ________.
a. Brightman, 2007)
b. (Brightman 2007)
c. (Brightman)
d. None of the above.

22. The list of references in MLA style is called ________.  
a. Bibliography
b. Works Cited
c. References
d. Any of the above.

23. Business proposals ________.
a. suggest how to solve a problem
b. formalize the submission of a bid for a contract
c. focus on the writer’s needs
d. Both a and b. 

24. Which of the following is not a component of an informal proposal?
a. Background
b. Benefits
c. Recommendations 
d. Method

25. Which of the following is not true of cover letters?
a. They explain the purpose of the report
b. They indicate the benefits
c. They mention when the bid expires
d. They’re addressed to a department 

26. The proposal’s highlights are provided in persuasive, non-technical language in which document or section?
a. A conclusion
b. An executive summary 
c. An introduction
d. A cover letter

27. References do not ________.
a. list the source material for information used in the proposal
b. use the APA style
c. use the MLA style
d. replace in-text citations 

28. Poor proposals use language that communicates ________.
a. know-how
b. diffidence 
c. confidence
d. clarity

29.   ________ research involves retrieving information based other people’s experiences and observations.
a. Secondary  
b. Restricted
c. In-house
d. Primary

30. ________ are a form of primary research.
a. Questionnaires 
b. Experts
c. Memos
d. Newspapers

31. Boolean logic ________.
a. refers to a way of refining online searches using descriptors 
b. was invented by Aristotle
c. is a good way to find indexes
d. is a made-up term

32. Which of the following is not true of conducting a good interview?
a. Prepare your questions in advance.
b. Be patient with temporary silences.
c. Provide beverages and snacks 
d. Use a mix of open and closed questions.

33. Which of the following elements is not common to both formal proposals and formal reports?
a. Introduction	
b. Schedule 
c. List of figures
d. Introduction

34. When writing a formal report, the writer should ________.  
a. emphasize his or her distinctive style
b. speak directly to the reader using “you”
c. make frequent use of contractions
d. depend on the company’s preferences 

35. In order to manage their time effectively, report writers should always ________.
a. do one thing at a time
b. multi-task
c. start early 
d. do projects in the order in which they arrive

36. Since a report often has multiple authors, it’s crucial to ________.
a. agree on style points before starting the drafts 
b. have one person do all the writing
c. keep track of changes by re-using paper copies of drafts
d. have all team members work on each section of every draft


Answers


Multiple Choice

1. b
2. d
3. a
4. b
5. d
6. c
7. c
8. b
9. b
10. a
11. c
12. b
13. c
14. a
15. c
16. a
17. c
18. b
19. a
20. b
21. c
22. b
23. d
24. c
25. d
26. b
27. d
28. b
29. a
30. a
31. a
32. c
33. b
34. d
35. c
36. a

